
	DATE ASSIGNED
	LESSON/

EXERCISE
	PAGES
	ASSIGNMENT TITLES
	DESCRIPTION
	DATE DONE
	EVALUATION

	Sept. 19
	Ex. 1
	3-7
	Demo and explain
	Class practice
	
	

	
	
	4-5
	Word Window
	Label parts
	
	

	
	
	

3
	Terms List
	Type/write terms and definitions
	
	

	
	
	8-9
	TRAINER
	Undo, layout, hide, show
	
	

	
	
	9
	OWD01
	Brief biography
	
	

	
	website
	
	SAFETY TIPS
	Keyboarding link
	
	

	
	Ex. 2
	10-12
	Terms List
	Type/write terms and definitions
	
	

	
	
	13-14
	PRESS
	click & type press release
	
	

	
	
	14
	OWD02
	Learning Microsoft Office
	
	

	
	Ex. 3
	15-18
	Terms List
	Type/write terms and definitions
	
	

	
	
	18-19
	MISSION
	spelling, grammar, Thesaurus
	
	

	
	
	19
	OWD03
	Your mission
	
	

	
	Ex. 4
	20-24
	Terms List
	Type/write terms and definitions
	
	

	
	
	24-25
	PAYROLL
	Memo, autocorrect
	
	

	
	
	26
	OWD04
	Memo to Mrs. H, autocorrect
	
	

	
	Ex. 5
	27-30
	Terms List
	Type/write terms and definitions
	
	

	
	
	29-30
	EXPAND
	Full block business letter
	
	

	
	
	31
	OWD05
	Letter to newspaper
	
	

	
	
	
	
	
	
	

	
	Ex. 6
	32-35
	ORDER
	Mod. Block letter, tabs
	
	

	
	
	36
	OWD06
	Mod block letter music CD’s
	
	

	
	Ex. 7
	37-42
	REQUEST
	Full block personal letter
	
	

	
	
	41
	Envelope
	Create no. 10 envelope
	
	

	
	
	41
	LABELS
	Own return address labels
	
	

	
	
	41, 43
	RESUME
	Own resume, see template
	
	

	
	
	44
	OWD07
	Personal business letter, envelope, NO address labels
	
	

	
	Ex. 8
	45-46
	PROPOSAL
	Full block business letter
	
	

	
	
	45-46
	ENVELOPE, LABELS
	Return address labels
	
	

	
	
	45, 47
	FLYER
	MAAC Café 
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